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PRV – Enrollment of Residential Care Facility (RCF) Guardian 

Additions and Changes 

Purpose:   
The purpose of this procedure is to process RCF Guardian Additions and Changes 
 

Identification of Roles:   
Provider Enrollment Specialist 

 

Performance Standards:   
Perform online updates to provider data within one (1) business day of receipt of the update 

 

Path of Business Procedure:   

Step 1:  Print daily report from the Computer Output to Laser Disk (COLD) in OnBase 

a. Each day the Enrollment Specialist will print the daily report from OnBase (COLD 
report number IAMR9100-R018) of members in an RCF who are adding or 
changing their Guardian payee  

b. Open OnBase- From document retrieval select document type groups “Cold 
Reports” Select document types “CR Recipient Eligibility”, under keywords enter 
report ID “IAMR9100-R018” 

c. Eligibility staff will also send emails requesting changes to the members guardian 
files to the Enrollment Supervisor, which will be forward to the Enrollment 

Specialist to be completed 

Step 2:  Using the Report and MMIS- Does the provider already have provider number? 

a. Open the Medicaid Management Information System (MMIS) file 9 (Provider 

Master File),determine if each Guardian on the report has a Provider Type 97 
provider number 

b. Use Option “I” in the Provider Master File to “Inquire” 
c. Enter the Last name, First name of the Guardian in the PROVIER-NAME filed, 

press Enter 
d. If the Guardian has and existing provider number, use that provider number. Go 

to Step 4 
e. If the Guardian does not have a Provider Type 97 Provider number, assign the 

Guardian a Provider number. (See Step 3- assigning a Guardian Provider 
Number) 

Step 3:  Assigning a Guardian Provider number in MMIS  
a. Use  Option A in the Provider Master File to “Add a Provider” 
b. Enter 03 for the first two digits of the new Provider number. The MMIS generates 

the remaining digits for the provider number using the next available provider 
number 

c. Enter the Guardian information from the report into the MMIS screens.  Required 
information: Name and Address, Provider Type 97, TAX –TYPE: will always be 
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E, TAX-ID: 9999999999. Enrolment effective date will be the date in the 
members Long Term Care (LTC) file (F3 of the Members eligibility file) top span 
begin date. If all of the information is correct, , press enter again to complete the 
process 

Step 4:  Updating the Recipient Eligibility File (MMIS File 10) 
a. Open the Recipient Eligibility File (MMIS File 10) 
b. Tab down to Guardian Data 
c. Enter the Action code “C” to change/add the Guardian data 

d. Enter the Member Iowa Medicaid Recipient Identification Number (ID), click 

enter 

e.  On the bottom line of the GUARDIAN DATA span enter the Guardian 

effective data and provider number. If spans 1-5 contain data, overlay the 

data on the oldest span.  Enrollment effective date will be the date in the 

members LTC file (F3 of the Members eligibility file) ) top span begin date 

Leave the span open-ended by using 99/99/99 

f. If the member was previously enrolled with a Guardian, end date the pervious 

span using a date that is one day prior to the effective date of the new 

Guardian 

g. Press enter, the MMIS validates the information that you have entered. If all 

of the information is correct, press enter to complete the process 

 
   
 

Forms/Reports:   
Recipient Guardian update Report 
MMIS Screen Shots 

 

RFP References: 
6.4.1.1.3.d 
 

Interfaces:   
OnBase 
MMIS 
Providers Individualized Services Information System (ISIS)  

 

Attachment  
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                                                GUARDIAN ADDITION AND CHANGES

Enrollment Specialists

Print daily report from COLD in

OnBase.

1

Does provider # exist?

2

Assign a Guardian

Provider # to

MMIS.

3

Update Recipient Eligibility File.

4

No

Yes
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Attachment 2 
IME Operational Procedures MMIS Guardian Provider Inquiry 

 

 

 

a. Use Option I in the Provider Master File to “Inquire”  

b. Enter the Last Name, First Name of the Guardian in the PROVIDER-NAME Field, 

press Enter.  
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Attachment 3 
IME Operational Procedures MMIS Guardian Provider Inquiry 

 

 

 

If the Guardian has an existing Provider Number, use that Provider Number 
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Attachment 4 
IME Operational Procedures MMIS Guardian Provider Inquiry 
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Attachment 5 
IME Operational Procedures MMIS Guardian Provider Add 

 

 

 

a. If the Guardian does not have a Provider Type 97 Provider Number, assign the Guardian a 
Provider number in the 03XXXXX to 04XXXXX range. 

b. Use Option A in the Provider Master File to “Add a Provider” 
c. Enter 03 for the first two digits of the new Provider Number. The MMIS generates the 

remaining digits for the provider number using the next available provider number.  
d. Enter the Guardian information form the report into the MMIS PMF. Use the first day of the 

month of the report as the enrollment effective date. Press Enter, the MMIS validates the 
information. If all of the information is correct, press Enter again to complete the process.  



Iowa Department of Human Services 
Iowa Medicaid Enterprise (IME) 
IME Provider Services 
 

PRV - Enrollment Residential Care Facility (RCF) Guardian Additions and Changes     
Page 8 of 9 

Attachment 6 
IME Operational Procedures MMIS Recipient RCF Guardian File 

 

 

 

a. In the Recipient Eligibility File, in the GUARDIAN-DATA section, enter Option C to 
Change the file.  
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Attachment 7 
IME Operational Procedures MMIS Recipient RCF Guardian File 

 

 

 

a. On the bottom line of the GUARDIAN-DATA span for the recipient that does not have 
any data. Enter the Guardian Effective Date and Provider Number. If Spans 1-5 contains 
data, overlay the data on the oldest span. Enter the effective date of the Guardian from 
the report. If an effective date of the Guardian is not listed on the report, use the first day 
of the month in which the report was printed as the effective date. For example: the 
report is printed on 12/10/04, use 12/01/04 if there is not effective date listed on the 
report for the Guardian.  

b. Leave the span open-ended using 99/99/99 
c. If the member was previously enrolled with a Guardian, end date the previous span 

using a date that is one day prior to the effective date of the new Guardian.  
d. Press Enter, the MMIS validates the information that you have entered. If all of the 

information is correct, press Enter to complete the process.  

 


